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ABOUT THE EMPLOYEE MANAGEMENT SYSTEM

The EMS application consists of several subsystems that work together and share information. These subsystems include the following:

	EMS Subsystem
	Description

	Budget and Forecasting
	Sets up work files identical to the real files to help project payroll expense information for the next year.

	Cafeteria Benefits
	Enables a provision of a cafeteria-style benefits plan for employees.

	Direct Deposit
	Enables an employee's pay (or any portion of that pay) to be directly deposited into the employee's chosen bank(s).  Creates a tape or a file for direct deposit that conforms to Automatic Clearing House standards.

	Employee Attendance
	Maintains detailed information about employee attendance and time cards.

	Employee Balances
	Updates employee balances and histories; sets up fiscal year-to-date balances for pay, addenda pay, and deductions for fiscal balance reports on payroll history.  Also sets up calendar deduction information for W2s.

	Employee Bonds
	Sets up savings bonds of various values and tracks the amounts deducted from each employee's paycheck for each bond.  Creates a tape for bonds that conforms to the Federal Reserve Bank standards.

	Employee Options and Codes
	Sets up the employee options and information.

	Employee Records
	Contains identification information for each employee.

	Payroll Encumbrance
	Reserves monies for future payment of payroll expenses for any pay period.

	Payroll Options and Codes
	Sets up the general payroll options and information.

	Payroll Processing
	Generates pro forma (trial run) and actual payrolls for a selected employee or group of employees.

	Year Begin/End Processing
	Enables EMS information to be changed and transferred into a new fiscal or calendar year.


HOW EMS WORKS WITH OTHER APPLICATIONS

The Employee Management System (EMS) transfers financial information to the Financial Management System (FMS).  The FMS uses Generally Accepted Accounting Principles (GAAP) to record all system transactions.  The FMS maintains a comprehensive audit trail for all transactions on the system, so that any transaction can easily be researched, using the references recorded with the transaction.

The EMS also exchanges information with the Human Resource Management System (HMS). The HMS uses many of the codes defined in the EMS (such as locations, absences, job codes, certificates, handicaps, and academic information) to track applicant, substitute, and professional development information.  In turn, the HMS transfers information to the EMS product; for example, when an applicant is hired, or when an employee is absent and needs a substitute.
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HOW INFORMATION FLOWS IN EMS

This figure illustrates how the EMS subsystems work together to share information.  For example, information from job codes and employee records must flow into assignments and contracts before an employee's payroll check can be processed.

The information from time and attendance maintenance and voluntary deductions flows directly into payroll processing.  The system generates payroll checks and reports during payroll processing.  At the same time, the system updates the information in history and contract balances.

Information flows out of the EMS and into the FMS throughout the payroll processing and the payroll encumbrance subsystems.  The payroll encumbrance subsystem creates journal entries and payroll information is posted to the FMS general ledger and accounts payable.

This section describes how information flows between the EMS subsystems, with reference to the illustration on the previous page.

JOB CODES

Job codes are assigned to each job classification used in the district, such as teachers, bus drivers, secretaries, and janitors.  For each job classification, a pay table may be specified and the system told how to handle vacation time, sick leave, insurance deductions, and other related items.

ASSIGNMENTS/CONTRACTS
The system uses the employee assignment information to generate employee paychecks. This information includes the pay rate, deductions, contract terms, and account distribution.

EMPLOYEE RECORDS
For each employee, descriptive employee information is entered, including:

( 
Basic information, such as Social Security Number, name, and address

(
Payroll information, such as tax and direct deposit information

(
Category information, such as salary, contract, or non-contract

(
Academic information, such as schools attended and year graduated

TIME AND ATTENDANCE MAINTENANCE

Detailed information about time and attendance for employees can be maintained, including time worked, time absent, reason for absences and account distribution information.

PAYROLL PROCESSING

The system uses all of the information described above to generate employee paychecks. The system enables a trial run to be performed before an actual payroll is run to ensure that the information is correct before the checks are printed and transactions are posted.

VOLUNTARY DEDUCTIONS
In addition to the standard deductions defined for each job assignment, voluntary deductions can be added to an employee's record.  Voluntary deductions vary from employee to employee and include such items as annuities, credit union deductions, nonstandard insurance premiums, and United Way contributions.

HISTORY AND CONTRACT BALANCES
The system maintains each employee's payroll and contract history including:

(
Base pay history

(
Addenda pay history

(
Dock history

(
Deductions and contributions history

(
Absence history

(
Contract balance history

(
Compensation paid-to-date

(
Encumbrance balance history

(
Assignment history

FMS GENERAL LEDGER
When a payroll is run, the system updates the general ledger accounts in the FMS to reflect the amounts paid and resulting liabilities.

FMS ACCOUNTS PAYABLE

Payroll processing also updates the FMS accounts payable records to enable invoices to accrue for the payroll liabilities.

FILE ALLOCATION DESIGN
To protect the integrity of posted invoices and check writer processing, the system temporarily disables access to the following programs under the circumstances described below.

1.
While ACP.660 - Invoice Batch Posting is running, the following programs cannot be run until the posting process is complete:

(
CDS.401 - Manual Check Entry

(
CDS.421 - Check Voider

(
CDS.610 - Check Writer

(
CDS.626 - Bank Reconciliation File Purge

(
CDS.620 - Bank Statement Input

(
CDS.674 - Load Bank Reconciliation File from Tape

2.
If any one of the following programs is running:

(
CDS.401 - Manual Check Entry

(
CDS.421 - Check Voider

(
CDS.610 - Check Writer

(
CDS.674 - Load Bank Reconciliation File from Tape

The following programs will not run until processing is complete:

(
ACP.660 - Invoice Batch Posting

(
CDS.610 - Check Writer

(
CDS.626 - Bank Reconciliation File Purge

3.
If any of the following programs is running:

(
CDS.610 - Check Writer

(
CDS.626 - Bank Reconciliation File Purge

The following programs will not run until processing is complete:
(
ACP.660 - Invoice Batch Posting

(
CDS.401 - Manual Check Entry

(
CDS.421 - Check Voider

(
CDS.610 - Check Writer

(
CDS.620 - Bank Statement Input

(
CDS.674 - Load Bank Reconciliation File from Tape

4.
File Allocation and the Payroll Processor:
If CDS.610 - Check Writer is being run in the FMS application, and PAI.600M - Payroll Processor is running an actual payroll in EMS, the payroll may not complete.  In this situation an informational message will appear saying that the objects needed to run payroll are currently in use by another job and to try the request later.  This situation could occur if the payroll processor tries to assign check numbers at the same time as the file is already allocated for the FMS.

EMS DECISION MAKING

Thinking through a few decisions before implementing the EMS can save time and money and ensure that the implementation is performed correctly.  Think about how to use the EMS to provide the functions that must be performed to meet the requirements of the school district.  The following must be considered in planning how to use the EMS:

(
State reporting requirements

(
Source documents needed for EMS implementation

(
Responsibility guidelines

(
Establishing security levels

STATE REPORTING REQUIREMENTS
The state's requirements for reporting employment information must be examined.  Review the following list of items:

(
Identify state reporting requirements.  State requirements vary from state to state, and
the first step is to make sure that all aspects of the state's requirements have been considered.

(
Plan how to meet the requirements.  This plan should include identifying the resources, data, and formats needed.  It should also include a planned schedule for completion.

(
Determine if the state reporting requirements can be met completely with the EMS application using these capabilities:

(
The EMS report writers

(
Reports generated using IBM Query

If the state has reporting needs that cannot be handled by using a combination of the report writers and IBM Query, consider some customization.

FMS PREREQUISITES FOR EMS

Before implementing EMS, check the following FMS screens to make sure that the indicated parameters are already defined in the system.  If they are not, they must be added.  Instructions for using these FMS screens can be found in the Financial Management System User's Guide.

	Step
	Task
	Date 
	Assigned to

	1.
	Enter the List of  Payroll Liability Accounts
	
	

	
	In GNL.203 - Define Account Code Numbers, add the payroll liability accounts.  A sample list would include:

(
Federal taxes payable

(
State taxes payable

(
FICA payable

(
Retirement payable

(
Insurance payable

(
Other voluntary payable

(
Salary expense

(
Employer expense

Define these liability accounts with the A/P subledger identifier.

	2.
	Add Account Numbers as Necessary
	
	

	
	In GNL.601 - Beginning Account Balance Maintenance, add account numbers, as appropriate, to make sure that all of the payroll liability accounts are included.

	3.
	Add Account Code Keywords as Necessary
	
	

	
	In GNL.201 - Define Account Code Keywords, add payroll-related liability accounts keywords. A sample list of these keywords includes:

(
ENCUMBRANCE_EMS

(
FEDTAX_PAYABLE

(
FICA_PAYABLE

(
INSUR_PAYABLE

(
INTERFUND_EMS

(
PAYROLL_ENC

(
STATETAX_PAYABL

(
RETIRE_PAYABLE

(
VOL_DED_PAYABLE

Note:  Remember that keywords need at least 7 characters, the first of which must be alphabetic.  See GNL.201 - Define Account Code Keywords in the Financial Management System User's Guide for information about how to use this program.


	Step
	Task
	Date 
	Assigned to

	4.
	Add Payroll Vendors
	
	

	
	In PUR.301 - Maintain Vendor Records, add the vendor number, correct payroll keyword, vendor name, and vendor address for the payroll vendors.  We also recommend the use of a vendor category (PUR.204 - Define Vendor Category Codes) for your payroll vendors.  For example, the category PR could be used for these vendors.  See Defining Vendor Categories in the FMS documentation for information about how to use this program.

	5.
	Add Document Codes as Needed
	
	

	
	In MGR.501 - Define Control Documents, add the document codes as appropriate for the system; for example, PAYCK (for paychecks), DD (for direct deposit), PRRUN (for payroll run numbers), and NETCK (for net checks).

When the document PRRUN is created it must be type S, serial, numbered 1 through 999999, and account for all numbers Y.

 PRRUN# should not be reset, it should continue from one year to the next.

Note:
MGR.501 is a non-annual file therefore, form IDS cannot be reset at the start of the year.  If this is necessary, names may be defined such as PAY09, DD09, or NET09 for fiscal year 09.

	6.
	Define Bank Account Information
	
	

	
	In CDS.100 -Define Bank Accounts, add the appropriate bank account information.


PLANNING CONSIDERATIONS FOR PAYROLL 

To set up the payroll system, information will need to be supplied about:

PAYROLL GROUP
Tell the system when to withhold each deduction or benefit. 

ABSENCES
The types of absences and leaves an employee is eligible for in the district.

DEDUCTIONS
The types of deductions and benefits needed in the system.

PAY TYPES
The different types of pay in the district and the salary tables associated with each type.

ADDENDA
The types of extra-duty or stipend pays (referred to as addenda in EMS) that an employee could have.

JOB DESCRIPTIONS
The job descriptions in the district and the deductions, absences, addenda, and pay type normally associated with each job.

LOCATIONS
The way to differentiate among the locations in the district.

CALENDAR CODES
The way to define a calendar of work days and holidays.

This figure shows how the codes defined in the payroll system work together to set up the payroll.


REQUIRED EMS-200 IMPLEMENTATION CHECKLIST

The following steps are required to implement the payroll system.  Those steps marked with an asterisk (*) are required in order to run a payroll.

	Step
	Task
	Date
	Assign to

	*1.
	Order Payroll Checks
	
	

	*2.
	Build EMS Client File Members
	    
	      

	
	In EIS.000 - Build EMS Client File members, add the current fiscal year to set up the annual and non-annual files.

	*3.
	Set Up Payroll Options and Defaults
	
	

	
	In PAY.100 - Payroll Options and Defaults, specify the basic information about the payroll system.


	 4.
	Define Absence and Leave Codes
	
	

	
	In PAY.121 - Absence/Leave Codes, define the types to be used.

	*5.
	Define Payroll Groups
	
	

	
	In PAI.122 - Payroll Group Codes, define 1-character codes for payroll groups.

	*6.
	Define Deduction and Contribution  Codes
	
	

	
	In PAY.122 - Deduction/Contribution Codes, define all of the deductions to be withheld from employees' earnings and benefits to be contributed by the employer.

	 *7.
	Define Pay Tables
	
	

	
	In PAY.125 - Pay Table Codes, define each of the pay tables to be used for calculating payroll.


	8.
	Define Addenda
	
	

	
	In PAY.127 - Addenda Codes, define all addenda amounts that might be paid to employees.  Typical addenda include car allowance, activity sponsor, or coaching pay.

	9.
	Define Payroll Calendars
	
	


	
	In PAY.110 - Payroll Calendar Codes, define work days for employees.  A number of different calendar codes may need to be defined.  The system will use this file to count the contract days to be paid.


	Step
	Task
	Date
	Assign to

	*10.
	Define Job Codes
	
	

	
	In PAY.124 – Job Codes, define each of the job classifications.  Absence/Leave codes, deduction/contribution codes, pay tables, and addenda codes must have already been defined, before defining Job Codes.

	11.
	Define Termination Codes
	
	

	
	In PAY.130 - Termination codes, define codes for the various reasons for terminating an employee.

	12.
	Define Employee Category Codes (Optional)
	
	

	
	In EIS.121- Category Codes, define category codes to facilitate payroll processing and reporting.

	*13.
	Define Location Codes
	
	

	
	In EIS.127 - Location Codes, define each of the locations within the district.

	 14.
	Define Sublocation Codes. (Optional)
	
	

	
	In EIS.128 - Sublocation Codes, define each of the sublocations within the district.


	15.
	Define Pay Location Codes
	
	

	
	In EIS.129 - Pay Location Codes, define all of the pay locations in the district.

	16.
	Define Cafeteria Benefits System Defaults (Optional)
	
	

	
	If cafeteria benefits are used in the district, CBS.100 - Cafeteria Benefits System Definitions enables setting up and maintaining of benefits not subject to taxing.  Use CBS.110 - Cafeteria Benefits Group Definition to set up benefit groups.

	*17.
	Define Country Codes
	
	

	
	EIS.151 - Country Code is a required field in basic information screen.

	*18.
	Define Ethnic Codes
	
	

	
	EIS.205 - Ethnic Codes.  This is a required field in the basic information screen.  EEOC codes also are defined here.

	19.
	 Define Direct Deposit (Optional)
	
	

	
	PAY.140 - Direct Deposit Control Options meets the ACH (Automated Clearing House) network rules.  Be sure this format is compatible with the banks.  The bank supplies the information for these options.

	Step
	Task
	Date
	Assign to

	20.
	Add Job Code/Location Security
	
	

	
	In PAY.120 - Location and Job code security can be added to users to secure basic employee information, assignments, timekeeping, voluntary deductions and the employee history screen.

	21.
	Enter Transaction Codes
	
	

	
	In PAY.141 - Direct Deposit Transaction Codes, enter the standard transaction codes .

	22.
	Enter Bank Codes
	
	

	
	In PAY.142 - Direct Deposit Bank Codes define the employee's banks that will participate in direct deposit.  Define codes that are meaningful (for example, BOFA for Bank of America).


	23.
	Define Deduction Codes for Direct Deposit
	
	

	
	In PAY.122 - Deduction/Contribution Codes, define deduction codes for direct deposit deductions that will be processed through the voluntary deduction program.  Enter the applicable cash account number in the Or Credit Account Code field.

	U.S. Bonds (Optional)

	24.
	Define U.S. Bond Options and Defaults
	
	

	
	In PAY.150 - U.S. Bond Options and Defaults define the basic parameters to be used by the bonds subsystem.

	25.
	Define U.S. Bond Codes 
	
	

	
	In PAY.151 - U.S. Bond Codes define a code for each type of bond employees plan to purchase. 

	26.
	Print U.S. Bond Code Listing
	
	

	
	In PAY.551 - Enter batch job submittal information.

	Employee Records:

	*27.
	Define Employee Basic Information
	
	

	
	  In EIS.301 - Enter Employee demographics in this screen

	*28.
	Define Employee Payroll Information
	
	


	
	In PAY.302 - Enter Employee marital status for tax filing, exemptions and direct deposit information, etc.


	Step
	Task
	Date
	Assign to


	*29.
	Define Employee Assignments and Contract 

	
	In PAY.345 - Enter Employee assignments and contract - This record contains the information necessary to generate employee paychecks.

	*30.
	Define Employee Voluntary Deductions
	
	

	
	In PAY.350 - Enter all voluntary or non-standard deductions for each employee. Also use for employees wishing to have portions of their pay directly deposited into multiple accounts and/or multiple banks.

	 *31.
	Define Employee Group Definitions
	
	

	
	In PAI.251 - Define Employee Groups. These groups will order and select how employees are chosen and ordered for P/R runs and certain reports.

	32.
	Define U.S. Bond Employee Information  (Optional)
	
	

	
	In PAY.375 - Enter Bond Codes and amounts of deduction for each employee.


	Employee Balances:


	33.
	Define Employee Pay and Deduction Beginning Balances
	
	

	
	In PAY.801 - Enter beginning balances for each employee if necessary.

	34.
	Define Employee Absence Beginning Balances
	
	

	
	In PAY.802 - Enter beginning balances for each employee if necessary.

	35.
	Define Employee Contract Beginning Balances 
	
	

	
	In PAY.365 - Enter beginning balances for each employee if necessary.


ABSENCE/LEAVE CODES PROGRAM - PAY.121

Use this program to define each type of absence your district recognizes.

EMS                      Absence/Leave Code  Definitions            Ref:  PAY.121 .11 
  

Absence Code:
PERS          Description:  Personal Leave           
  Accrual Policy  1

   Units are stated in H  D = Days.

1 = Do not accrue


      H = Hours.

2 = Accrue each pay period.

3 = Accrue at beginning of year.
   Accrual period is   F  C = Calendar year.

4 = Accrue at year end.


      F = Fiscal year.

  Accumulation Policy
Normal limit              plus surplus accumulation of              
Accruals to surplus are booked at 100.0000 % of actual

Balances in excess of the normal plus surplus are 3 
        1 = Paid     3 = Ignored

        2 = Lost     4 = Comp time

  Deficit Policy
Normal allowed deficit

              
Balances in excess of allowed deficit are 2       1 = Docked

                                                     2 = Ignored

  Omit from check stub if current balance is zero?  Y
  Taxable?:  Y
FICA Wages?:  Y
Optional Classification:      
Mode: Add 






    Cancel? N 

1.
Absence Code  - Use up to 6 characters for the absence and leave codes.  For example, SICK, VAC, or PERS could be used as absence codes.

2.
Description - Enter a description of the absence or leave code.  The description provided here will be printed on the employee's paycheck, therefore, provide a description that will be meaningful to the employee.   Up to 26 characters is available for the description.

3.
Accrual Policy - Designates the accrual policy that applies to the type of absence or leave being defined:

1

Do Not Accrue.  There is no automatic accrual for this absence code.  An example of this accrual policy is jury duty.

2

Accrue Each Pay Period.  Accrue the absence or leave each payroll period according to the table to be defined in the accrual table later in this program.  This type of accrual is often used for sick leave and vacation.  For example, the employee might accrue .50 days of vacation per pay period.

3

Accrue at Beginning of Year.  Accrue the absence or leave at the beginning of each year, according to the table to be defined in the accrual table later in this program.  For example, 10 days of sick leave can be given to each employee at the beginning of each year.  This is performed using program PAY.831.

4

Accrue at Year-End.  Accrue the absence or leave at the end of each year.  This is performed by program PAY.810 during year-end processing.

4.
Days or Hours - Choose D for "Days" or H for "Hours" to indicate whether this type of leave is recorded in days or hours.

5.
Calendar or Fiscal - Choose C or F to indicate whether this leave type is tracked on a calendar or a fiscal year basis.










6.
Normal Accumulation - Record the number of units (hours or days) that an employee can normally accumulate for this absence type. When accruing at payroll run time, a normal accumulation is not needed, but when accruing at the beginning of the year, it definitely is needed.  An amount in excess of the normal maximum that an employee can accumulate can be defined.  It is also possible to specify what happens to balances in excess of the normal plus surplus.  

7.
Normal Deficit - Record the number of units (hours or days) that an employee will normally be allowed to incur. The program will also ask whether deficit balances should be docked or ignored. If an Absence/Leave code does not have a bank and the amount of hours or days used needs to be recorded in PAY.802, enter 999 in this field.

8.
Omit from check stub if current balance is zero?:  N (No), the default, prints the balance of the absence if the current balance is zero.  Y  (Yes) means that the absence/leave balance will not print on checks if the balance is zero or there was no activity.

9.
Taxable? - If amounts paid for leave balance are tax-free, choose "No" and the paid leave balance amounts are deducted from gross wages before taxes are calculated. If amounts are taxable, choose, "Yes".

 EMS                      Absence/Leave Code Definitions          Ref:    PAY.121 .12 
 


Absence Code:
PERS
PERSONAL DAYS
  Alternate  Absence  Balance  Codes:

       (When  balances  from  this  absence  are gone,  check  the  following

        absence  codes  for  balances  before  applying  deficit  policy)

            1:            2:        
 3:             4:        
  5:        
            6:            7:        
8:        
9:        
 10:        
           11:        
12:        
13:        
14:        
 15:        
For months served to date
Accrue per year
or
Accrue per period
Mode: Add
        Cancel? N 

10. Alternate Absence Codes - Up to 15 absence codes can be specified for the system to use when the employee's balance for ''this" absence code reaches zero.  Each leave code listed here will be a source for additional absences until it also is reduced to zero. When all of the alternate absence codes balances have been reduced to zero, the deficit policy selected will take affect. If no alternate absence code is specified, the deficit policy defined for this absence code takes affect as soon as the available balance has been used up.

(
Any absence code listed here must be defined in PAY.121 - Absence/Leave Codes.

11.
Accrual Table - If an absence code accrues, this table must be used.  If the district has the requirement that employees serve a certain period of time before they can accrue the leave being defined, fill in the accrual table as appropriate. If the absence type does not accrue, leave this table blank.

12.
Months Served:  Record the number of months an employee must serve before the days or hours specified in the next column(s) can take effect.  The system uses the current Hire Date and Previous Service Credit from EIS.301.14 for this calculation.

13.
Accrue per Year:  If accrual policy 3 or 4 was selected, specify the number of hours or days this leave or absence type is to be accrued per year.  This is a 4 decimal place field. 

14.
Accrue per Period:  If accrual policy 2 was selected, specify the number of hours or days this leave or absence type is to be accrued per payroll period.  This is a 4 decimal place field.

DEFINING PAYROLL GROUPS - PAI.122
Payroll Group Codes are 1-character codes that will be used later when defining deduction and contribution codes.  By including valid payroll groups (defined in this program) in the group code fields in each deduction definition, the system is being instructed when to withhold/contribute each deduction or benefit.

EMS                         Payroll Group Code Definitions          Ref:  PAI.122 .11 



Payroll Group Code:  Z 

Description:                                
Short Title:                
Mode:  Add
              Cancel?  N

DEDUCTION AND CONTRIBUTION CODES - PAY.122 

EMS                          Deduction/Contribution Codes           Ref:   PAY.122  .01 


  
Deduction  ID:                    (Jurisdiction         )

Add

Change

Delete

Lookup

Index
Index: 1
End
1 = 
Deductions/Contributions

       Auto Next Record?  N
Use Deduction/Contribution Codes to define information for:

(
Deductions to be withheld from an employee's earnings

(
Benefits to be contributed by the employer

(
Benefits to be used in the Cafeteria Benefits System

(
Deduction/benefits shared by both the employee and the employer

All deduction types (automatic, standard, voluntary) must be defined here before they can be used in other programs.

Types of Deductions

1.
Automatic Deductions are calculated by EMS unless an employee is exempt.  These deductions include Federal, State, and FICA taxes, as well as any other taxes needed (such as county and city).

2.
Standard Deductions are the deductions that will be listed in the employee assignment. These deductions include health insurance, dental insurance, association dues, and certain retirement plans.

3.
Voluntary Deductions vary from employee to employee.  These deductions include credit union deductions, tax-sheltered annuities, garnishments, United Way contributions, and additional taxes.

4.
Deductions for Cafeteria Benefits (optional) must have deduction/ contribution codes defined for each benefit that will be used. In addition, two codes for each benefit deduction must be defined. One code should have the jurisdiction code that is defined in CBS.100 - Cafeteria Benefit System Definitions.  Define the second deduction code with the same deduction ID but without the jurisdiction. Enter benefit amounts on the deduction without the jurisdiction. The deduction with the jurisdiction does not need any amounts. Its main purpose is to provide a method for setting up qualified employee contributions or deductions with account distributions and reporting totals separate from the normal employer contributions and deductions.

EMS                         Deduction/Contribution Codes            Ref:   PAY.122 .11 

Deduction ID:            (        )     Description                               
Deduction year       F
Bond Code        Deduction?    N
F = Fiscal year

C = Calendar year

Deduction based on
1

      Include addenda amounts?
N
0 = No base
      Ignore negative addenda?
N
1 = Gross income

2 = Deduction                   (Jurisdiction       )

3 = Taxable income

4 = All pay except _______   _______   _______   _______  _______

5 = Following pays _______   _______   _______   _______  _______
  6 = Gross pay      1     1 = Less employee deductions

2 = Plus employee contributions

Omit from check stub if current amount is zero?  N
Deduction is:
2
1 = Tax exempt
       
3 = Req. by management

                         2 = Legally required 
4 = Voluntary

If tax exempt:

Federal: Y
State: Y
County: Y
     Local: Y
      Other: Y

Mode:  Add                                                                  Cancel?  N
FIELD DESCRIPTIONS
1.
Deduction ID provides a brief identifier for each deduction and contribution code. Up to 6 characters can be used for the codes.

2.
Jurisdiction Code of up to 3-characters, can be defined.  Record the Jurisdiction between the parentheses.  If the Deduction ID to be defined can be applied differently to various jurisdictions, define a deduction code for each jurisdiction.  Depending on the district's requirements, for example, it may be necessary to define the following FICA deduction codes for the system:



(
FICA US (standard FICA)



(
FICA USX (Medicare)



(
FICA AZ (state)



(
FICA AZX (state)



(
FICA XXX (FICA Medicare)

3.
Deduction Description records a brief description (up to 26 characters) for the deduction ID.  The system prints this description on employees' checks.

4.
Calendar or Fiscal indicates whether the system should track this deduction/contribution on a fiscal or calendar year basis.


(
If the deduction code being defined will be used in W-2 processing, make sure to use "Calendar" for the deduction.  This code is also important for determining which fields are cleared in year-end procedures.

5.  Deduction based on indicates the basis for the deduction being defined:

0
No base: The deduction is an amount that will not be taken from a table.  (A voluntary deduction record will need to be set up later).

1
Gross Income: The deduction amount will be included on the table defined on screen PAY.122L.01.

2
Deduction: If this basis is selected, it will also be necessary to enter the deduction code that this deduction is to be based on and a jurisdiction (if applicable).

3
Taxable Income: The deduction is based on only taxable income.

4
All Pay Except: If this basis is selected, it will also be necessary to enter up to five pay or addendum codes for the pays and addenda to be exempt. 

5
Following Pays: Specify up to 5 of the pay or addendum codes on which the deduction is to be based. 

6
Gross Pay: The deduction is based either on gross pay less certain deductions or on gross pay plus employer contributions. If this option is selected it will be necessary to specify whether gross pay is less employee deductions or plus employer contributions. After enter is pressed, a line screen will appear for entering up to 199 deductions or contributions.  Deductions specified will be subtracted from gross income before this particular deduction is calculated. Contributions specified will be added to gross income before this particular deduction is calculated.



Setting Up FICA for Cafeteria Benefits: The EMS Cafeteria Benefit System enables many different benefits to be exempt from FICA and taxes. If the Cafeteria Benefits System is to be used, set up FICA deductions as Base 1 (gross income) or Base 6 (gross pay less certain employee deductions).

6. Include Addenda Amounts and Ignore Negative Addenda: Need to be answered with a Yes or a No.

7.
Deduction Priority: Choose one of the four possible priority descriptions for this deduction:

1
Tax exempt - The deduction is exempt from taxes. The deduction amount is deducted from gross pay before taxes are calculated. If the deduction is tax exempt, it is also necessary to identify the taxing jurisdictions from which this deduction is exempt.

2
Legally Required - Tax deductions and FICA are examples of deductions normally given priority 2.  These deductions will always be taken on a payroll run.

3
Required by management - Retirement and certain types of insurance usually have a priority of 3.

4

Voluntary - The term "voluntary", as it is used in this program, reflects a deduction of the lowest priority (4), not the fact that it will be used in the voluntary deduction program (PAY.350 - Voluntary Deductions).

(
Choose the deduction priority most significant for payroll processing.  For example, a tax-sheltered annuity is both voluntary and tax-exempt.  For payroll processing, however, the most important factor is that the deduction is tax-exempt.  Therefore, the deduction would be identified as tax-exempt: priority 1.

 EMS                        Deduction/Contribution Codes           Ref:   PAY.122  .11 
  Deduction  ID:  PERS  (     )

  Pay to vendor           
under Ref.                   
       using account code

       or credit account code                                       
  Charge employer portion to                                        


Deduction


Maximums:
Employer
Employee


Period:
$
            
$
              

Year:

            

              

Lifetime:

            

              

Annual  exemption  amount:

              

Select  this  deduction  when  processing  payrolls  requesting  these  group  codes:

(If  all  group  fields  are  blank  the  deduction  will  always  be selected)

Mode:
Add
      Cancel?  N

8.
Vendor Number or Account - If the deduction amount is to be paid to a specific vendor, record the vendor number.  When the payroll is run, an invoice will be created for this vendor.  If a Keyword for a vendor is changed in PUR.301, use the change command to update the account number.


OR 



Enter a general ledger account to be credited, usually a liability account.

9.
Charge Employer Portion to Account – Enter the account code to which the expense is to be charged.  Substitution logic may be used here.


10.
Deduction Maximums - Some deductions (for example, FICA) have a maximum dollar amount. If necessary, enter the maximum amount in the correct time period for the Employee and/or Employer Contribution. 

11.
Annual Exemption - If the deduction has an annual exemption, enter the amount in the space provided. This is used primarily for state and federal taxes.

11. Payroll Group Codes - Up to 15 valid 1-character payroll group codes can be included. When a payroll is submitted, one of the options is to specify which payroll group codes to include. The payroll processor will look at each deduction and select only those deductions that match.  If no payroll group codes are specified, the deduction will always be selected.

EMS                         Payroll Deduction Tables                 Ref:  PAY.122L.11 
Deduction:    A

CMD   Status      Period       If pay is     But less than      Deduct        Plus %   
BEGIN

1.00 Period:

7
Status:
  










Deduct

Plus  %

If  pay  is            

But  less  than               
     .00 
        .0000 
     Employer  pays        .00  
       .0000 
Status  Codes:   M = Married  S = Single    "   " = N/A

Periods: 1 = Single  2 = Daily  3 = Hourly  4 = Weekly  5 = BiWeekly  6 = Semimonthly

 7 = Monthly  8 = Quarterly  9 = Semiannually  10 = Annually  11 = Contract

1.
Period - Enter the number for which a payroll will be run.  See the codes at the bottom of the screen. Tables for multiple periods can be defined.



2.
Status – Enter the appropriate code  (M) Married or (S) Single for the deduction.

3.
If Pay Is - If appropriate, enter the lower dollar limit.  If this is the first line of a deduction table such as for TAX US, the amount should be left blank for zero.

4.
But less than - If appropriate, enter the upper dollar limit.  

(
Even though the deduction flat rate or percent is zero, an upper dollar limit of 9999999.99 is necessary if the 'subject to' amount is to be recorded in PAY.801 file.

5.
Deduct - Enter the flat deduction amount here.  The top line is used for the employee's deduction and the bottom line can be used for the employer's contribution.

6.
Plus % - This field can be used in conjunction with a flat amount or as a straight percentage.  Four decimal places are available.

PAY TABLE CODES - PAY.125

Use this program to define pay table codes, including the method of calculating overtime and the actual amounts for each grade and step for the employee. 

 EMS                                Pay Table Codes                 Ref:  PAY.125  .11  Pay  Table:  HOURLY
 Description:
                                      
 Use  the  following  method  for  calculating  overtime:  1
      1 = Allow  input  of  overtime  during  time  card  entry.

      2 = Overtime  not  applicable.

 The  following  TABLE  AMOUNTS  are:  11
    
1 = Single


2 = Daily


3 = Hourly


4 = Weekly


5 = BiWeekly


6 = Semimonthly


7 = Monthly


8 = Quarterly


9 = Semiannual


10 = Annual


11 = Per  Contract  Period

Mode:  Add

  Cancel?  N
1.
Pay Table Code - Select a code of up to 6 characters for each pay table (schedule).  The code defaults in the above screen.

2.
Description - Enter a brief description (up to 26 characters) of the pay table.  This only appears on the Pay Table Codes listing and not on the payroll check stub.

3.
Overtime - Enter a 1 or a 2 to select if the system is to allow overtime to be entered during Time and Attendance Entry.



1
Allow input of Overtime during time card entry



2  
Overtime not applicable

4.
Pay Period -  Enter the pay period for the table amounts listed on the next screen.  This selection does NOT indicate pay frequency; it defines the basis for the pay table.

 EMS                              Pay Table Lines                       Ref:  PAY.125L.11 

Pay  Table:  A
       Amounts are:  PER CONTRACT PERIOD

 CMD       Grade     Step       Amount                                                 

BEGIN

1.00
Grade:             
Step:      
Amount:                

5.
Grade, Step, and Amount for the pay table are defined here. Build the pay table by specifying a pay amount based on "grade" and "step". Grades are the general distinctions in level sometimes called "ranges".  Steps sometimes called "lanes", usually reflect amount of experience.

For salaries without any structure (such as administrators who have individually negotiated their salary), a table must still be built.  In this case the grade can become a position name and steps can be accorded to pay levels of the position.

When building a pay table, the important thing to keep in mind is that each amount on the table must have a unique reference made up of a grade and a step. 

To be able to automatically increment employees’ one step, set up grade/step combinations so that like grades are entered together with steps in ascending order.

ADDENDA CODES - PAY.127

An addendum is any extra pay that might be paid to an employee.  Addenda are also called "stipends" or "extra-duty pay".  Typical examples of addenda include car allowance, department head pay, activity sponsor pay, coaching pay, and so on. 

 EMS                           Addenda Code Definitions                Ref:  PAY.127  .11 
 Addendum  Code:      COACH
 Description:                              
 Pay  Amount:                              per period plus                 % of salary.

 Pay period:          7

                      1 = Single Payment
5 = Biweekly
9 = Semiannually

                      2 = Daily
6 = Semimonthly
10 = Annually

                      3 = Hourly
7 = Monthly
11 = Contract Period

                      4 = Weekly
8 = Quarterly

 Charge account code:                                 





Wage Code:  . . . .      
 Dockable: . . . . . N  (Y/N)                      Alt. ORS Class  . .  





            Retirement Hours per Payroll Run:        .00



 Taxable Wages:

    Federal: . . . . .Y  (Y/N)
Local: . . . . . .  
N  (Y/N)

    State: . . . . . .Y  (Y/N)
Other: . . . . . . 
N  (Y/N)

    County. . . . . . N  (Y/N)

 FICA  Wages: . . . . Y  (Y/N)

Mode:  Add


      Cancel?  N
1.
Addendum Code - Choose a unique code of up to 6 characters.

2.
Description - Write a brief description (up to 26 characters).  This will print on the payroll check stub.

3.
Amount or % - You may enter either a dollar amount or percentage of salary.

4.
Pay Period - Indicate the period of the addendum. For a Contract Addendum 11 must be selected.

5. Account Code - Enter the FMS general ledger account number to be expended. Substitution Logic (?) can also be used for the account code.  The system will then expense the account number entered on the employee's assignment.

6.
Dockable? - If 'Yes' is chosen and the employee's base pay is reduced for any reason, the addendum will be reduced by the same percentage as well.

7. Taxable? - Indicate whether the addendum is taxable. 


(  More information on the set up of Addenda codes can be found later in this manual.

PAYROLL CALENDAR DEFINITION - PAY.110

Use PAY.110 - Payroll Calendar Codes to set up work schedules for employees.  A number of different schedules may need to be defined, depending on the district's policies.

Use PAY.210 - Payroll Calendar Codes Listing to print a listing of work schedules.

EMS                           Payroll Calendar Definition               Ref:  PAY.110  .11 

Calendar Code:  TEACH 
     Description                            

Beginning Date:  0/00/00
Ending Date:     0/00/00
Default  Work  Day  Code  in  all  Week  Days: N
Mode:  Add
F3 = Exit
 F4 = Index
 F5 = Reset
 F12 = Cancel
      Cancel?  N
1.
Calendar Code - Enter a unique code, up to six characters.

2.
Calendar Code Description - Provides a description to be used on reports.

3.
Beginning Date/Ending Date - Enter the dates between which this group of employees will be working.  These dates are used to calculate contract pay amounts.

4. Default Work Day Code in all Week Days - By entering Y the system will default a W into each Monday through Friday during the calendar period.  If employees are to be paid for Holidays that fall during the week, leave these as W.

EMS                        Payroll Calendar Definition                Ref:  PAY.110  .12 

Cal. Code: TEACH
  TEACHER                      
     Begin:  7/01/99   End:
6/30/00

Type of Day:  W=Work Day  H=Holiday-Unpaid  P=Holiday-Paid  N=Non-Work Day  "  "=Weekend


Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday
96
7/01

W
7/02
W
7/03
W

7/04
W
7/05
W
7/06
 
7/07
7/08

W
7/09
W
7/10
W

7/11
W
7/12
W
7/13
 
7/14
7/15

W
7/16
W
7/17
W

7/18
W
7/19
W
7/20
 
7/21
7/22

W
7/23
W
7/24
W

7/25
W
7/26
W
7/27
 
7/28
7/29

W
7/30
W
7/31
W

8/01
W
8/02
W
8/03
 
8/04
8/05

W
8/06
W
8/07
W

8/08
W
8/09
W
8/10
 
8/11
8/12

W
8/13
W
8/14
W

8/15
W
8/16
W
8/17
 
8/18
8/19

W
8/20
W
8/21
W

8/22
W
8/23
W
8/10
 
8/24
8/25

W
8/26
W
8/27
W

8/28
W
8/29
W
8/30
 
9/01
9/02

W
9/03
W
9/04
W

9/05
W
9/06
W
9/07
 
9/08 

9/09

W
9/10
W
9/11
W

9/12
W
9/13
W
9/14
 
9/15 

 9/16
W
 9/17
W
 9/18
W

 9/19
W
 9/20
W
 9/21
 
 9/22
 9/23
W
 9/24
W
 9/25
W

 9/26
W
 9/27
W
 9/28
 
 9/29
 9/30
W
10/01
W
10/02
W

10/03
W
10/04
W
10/05
 
10/06
10/07
W
10/08
W
10/09
W

10/10
W
10/11
W
10/12
 
10/13
10/14
W
10/15
W
10/16
W

10/17
W
10/18
W
10/19
 
10/20
 
Mode:  

F3 = Exit
F4 = Index
F5 = Reset
F12 = Cancel

    Cancel?  N
Change or add codes as needed.  Pays identified as 'P' will be added as working days.

JOB CODES - PAY.124

Use this program to define job descriptions for your district, giving a different job description to each job classification (for example: teachers, bus drivers, substitute teachers, janitors, clerks, etc.).

 EMS                                   Job Codes                        Ref:  PAY.124  .11 

  Job Code:
TEACHR
Title:                                           
  Job Description:
                                                             
  Pay Schedule:
       
  Usual Deductions:
          
          
          
          
          
          
  Usual Absences:
          
          
          
          
          
          
  Usual Addenda:
          
          
          
          
          
          
  How is time reported? M
W = Record time worked. 
D
H = Hourly

M = Record time missed.
D = Daily

  Normal hours per day:   .000  days per year:         
    # of checks:         26 
  Calendar Code:
        
  Alt. ORS Class:                                                        

  Retirement Hours per Payroll Run:         .00                       Wage Code:  01

 Mode:  Add 
F3 = Exit
F4 = Index
F5 = Reset
F12 = Cancel
   Cancel?  N 

(
Be sure that the codes for Absences/Leave, Deduction/Contribution, Addenda, Calendar and Pay Tables have already been defined.

1.
Title - Enter the title as it is to appear on payroll check stubs and payroll reports.

2.
Job Description - Optional.

3.
Pay Schedule - If this job code has a related pay table, type it in this field.  The pay table code identified here becomes the default pay table in PAY.345 - Employee Assignments.

4.
Usual Deductions - Enter the standard deductions that apply to the majority of employees with this job code.  These will default in PAY.345.

5.
Usual Absences - Enter the standard absences that apply to the majority of employees with this job code.  These will default in PAY.345.

6.
Usual Addenda - Enter the standard addenda that apply to the majority of employees with this job code.  These will default in PAY.345.

(
Two additional fields for the standard deductions, absences and addenda are provided in the employee assignment screens.

7.

Time Reported - Enter how time is to be reported for this job.  'W' - for employees for whom 'time worked' is entered.  'M' - for employees for whom only 'time missed' (absences) is entered.  Indicate whether the time will be reported by days or by hours.

8.

Normal hours per day - The hours entered here will be used to calculate standard hours in a pay period.  If there is a contract associated with this job, the hours will default into the contract screen in the employee's assignment record.

9.

Days per year - Enter the normal number of days worked per year for this job.  The system uses the days per year to calculate the standard hours in a pay period.  This will be the default on the contract screen.  260 days should be used for employees without a contract, but who are being paid as time missed.

10.
# of checks - Enter the number of pays associated with this job.  This will default on the contract screen.  



11.
Calendar Code - Enter the calendar code associated with this job.



12.
Alternate Class Code – You may enter a different class code other than the one entered on the employee assignment. This is a custom filed for State Reporting.

           13.  Retirement Hours per Payroll Run - Enter the normal hours for time missed employees only that are to be recorded per payroll for retirement purposes.  This is a custom field.
           14.
Wage Code – Enter a two digit numeric code that would reflect how the wages will be reported.  This is a custom field for State Reporting.
DIRECT DEPOSIT CONTROL OPTIONS - PAY.140

This program specifies the necessary information to implement direct deposit for employees. The fields required on this screen have been taken exactly as printed in the Automatic Clearing House manual.

	12/04/02  FY 03
	CIMS III
	11:35:32 CMTS1

	EMS
	Direct Deposit Control Options
	       Ref: PAY.140. 11. 

	  Media Format:                       
T  T=Tape M=Modem                         

  Media File Header Information:                                                

     Immediate Origin Number:         
1  381234567                              

     Immediate Origin Name:           
CIMS III                 

     Immediate Destination Number:             2071112                              

     Immediate Destination Name:      
FIRST OF AMERICA                            

  Media Company Batch Header Information:                                         

     Company Name:                    
CIMS III                                   

     Company Discretionary Data:      
NONE                             

     Company Identification:          
1  381234567              

     Company Entry Description:       
REG SALARY                                  

     Originating Bank Number:                  2071112                        

  Offsetting Entry to Company Account:                                          

     Automatically Generate Offset?: 
Y                                         

     Transaction Code:               
27                                        

     Bank's Transit/ABA Number:            2071112                                 

     Account Number:                  
12134‑1237       

                                                                   



 Active: Y  

 Mode: Change        F3=Exit   F4=Index   F5=Reset   F12=Cancel        
     Cancel?: N 


1.
Media Format:  Choose T or M.  If M is chosen, the system creates a physical file, which can be transmitted via modem to the appropriate financial institution.  Some custom programming will be necessary.

2.
Media File Header Information:

a.
Immediate Origin Number:  This field has two separate fields:  the first is a 1 digit field, typically, 1 followed by the IRS number;  the second field is 9 digits.


b.
Immediate Origin Name:  This is usually the school district's name.


c.
Immediate Destination Number:  This line has two separate fields:  the first is a 1 digit field, typically, the banks transit/ABA number;  the second field is 9 digits. Check with the bank or clearing house for this information.



d.
Immediate Destination Name:  Normally, this is the name of the clearing house or bank to which the tape is being sent.

3.

Company Batch Header Information:


a.
Company Name:  Type the school district's name.


b.
Company Discretionary Data:  Enter any school district discretionary data.  


c.
Company Identification:  This field appears in type 5 and type 8 records on the direct deposit tape.  If a company ID is needed, contact the direct deposit bank for information.


d.
Company Entry Description:  This is used for all entries on the tape to describe the purpose of the entry (for example, REG SALARY).


e.

Originating Bank Number:  The first field is 1 digit, the second has 8 digits.  Obtain the number from the participating bank or clearing house.

4.

Offsetting Entry to Company Account:

a.

Automatically Generate Offset?:  To have the program automatically make a debit entry for the employer to offset the direct deposit amounts, change the entry to Y.


b.

Transaction Code:  Type the 2-digit transaction code that identifies the kind of transaction being recorded.


c.

Bank's Transit/ABA Number:  Enter the appropriate number.


d.

Account Number:  Enter the bank account number to which the offsetting entry should be recorded.

5.

Active:  When ready to activate the direct deposit system, change the N to Y to allow direct deposit to process when a payroll is run.

DIRECT DEPOSIT TRANSACTION CODES - PAY.141

Use this program to define the transaction codes to use with direct deposit.  

For example, the following are frequently used transaction codes:

22

Checking deposit

23

Checking prenotification

32

Savings deposit

33

Savings prenotification

27

Checking payment

28

Prenotification of checking payment

37

Savings payment

38

Prenotification of savings payment

	12/04/02  FY 03
	      CIMS III
	           11:35:32 CMTS1

	EMS
	      Direct Deposit Transaction Codes
	Ref: PAY.141. 11

	 Transaction Code:

22
 Description:

CHECKING ACCOUNT CREDIT ENTRY
 Short Title:

CHECKING - CR
 Prenotification

Transaction Code:
23
Mode:  Change







            Cancel?  N


1.
Description:  Type a description of the transaction code.

2.
Short Title:  Type a short description of the transaction code to be used when space is limited on screens or reports.

3.
Prenotification Transaction Code:  Type a 2-digit prenotification code.

DIRECT DEPOSIT BANK CODES - PAY.142
Use this program the enter bank information to use with the Direct Deposit System.  Obtain this information from the various employees and/or employee banks that will participate in direct deposit.

	12/04/02  FY 03
	CIMS III
	           11:35:32 CMTS1

	EMS
	Direct Deposit Bank Codes
	Ref: PAY.142. 11.

	Bank Code:
BANK10
Bank Name:
                                               
Short Bank Name:
                                 
Routing Number:
                     
Phone:
(     )              
Attention:
                                 
Address:
                     
City:
                     
State:
   
Zip Code:
               
 Mode: Add        







      Cancel?: N


1.
Bank Name:  Type the full name of the employee's bank.

2.
Short Bank Name:  Type a short name for the bank.

3.
Routing Number:  Type the bank's routing number and press Field Exit.

4.
Phone:  Optional.  Type the bank's phone number, with the area code in parentheses and press Field Exit.

5.
Attention:  Optional.  Type the name of the person at the bank to whom direct deposit information should be sent.

6.
Address:  Optional.  Type the bank's address information.

LOCATION AND JOB CODE RESTRICTION - PAY.120

Use this program to restrict access to some of the employee information programs.  Using the restrictions set up in this program will restrict user access to the following programs:

(
EIS.301 - Employee Basic Information

(
EIS.303
 -
Employee Academic Information

(
EIS.305
 -
Employee Category Code Information

(
EIS.309
 -
Employee Certificate Information

(
EIS.480
 -
Employee Tag Assignments

(
PAY.345 -
Employee Assignments/Contracts

(
PAY.408 -
Time and Attendance Maintenance

(
PAY.409 -
Mass Absence Entry

(
PAY.410 -
Mass Time Card Entry

(
PAY.845 -
Employee Assignment History

Restriction is by user to specific job code(s) and/or location(s).  For example:

(
If a user is restricted to a particular job code, the user can only access records with that job code at all locations.

(
If a user is restricted to a particular location code, the user can only access records for all job codes at that location.

(
If a user is restricted to a particular job code and a particular location, the user can only access records for that job code at that location.

If a restricted user attempts to access restricted information, the system issues the error message below and does not allow access.

NOT AUTHORIZED TO EMPLOYEE - RESTRICTED LOCATION/JOB CODE

If no entry is made in this program for a user, that user is allowed unrestricted access.

	12/04/02  FY 03
	    CIMS III
	          11:35:32  CMTS1

	EMS
	    Location and Job Code Restriction 
	        Ref: PAY.120. 01.

	A
User ID:
EG   


Add

Change

Delete

Lookup

Index


End


Index:
1
1 = 
User IDs with restrictions

2 = 
Users by User ID

3 = 
Users by Last Name                   



1.
Command - Type desired command.

2.

User ID - Type the ACS User ID of the user to be restricted.

	12/04/02 FY 03
	       CIMS III
	          11:35:32  CMTS1

	EMS
	        Location and Job Code Restriction 
	Ref: PAY.120. 11

	User ID:

EG   
Emy Goodman

Description:
                       
Mode:  Add
F3=Exit

      F4=Index
F5=Reset
    F12=Cancel


1.

Description - This is an optional field.

	12/04/02  FY 03
	CIMS III
	         11:35:32  CMTS1

	EMS
	  Location and Job Code Restriction 
	Ref: PAY.120L. 01.

	  User ID:  EG          Emy Goodman

 CMD       Location    Description                                                     

BEGIN

1.00
Location:  100   
F3=Exit

F4=Index
F5=Reset
F12=Cancel


1.
Location - Type the location code or codes to which this user is to be restricted.

	12/04/02  FY 03
	CIMS III
	         11:35:32  CMTS1

	EMS
	     Location and Job Code Restriction 
	    Ref: PAY.120J. 01.

	 User ID:  EG

     Emy Goodman

CMD       Job Code       Description                                                   

BEGIN

1.00
Job Code:  BUS   
F3=Exit

F4=Index
F5=Reset
F12=Cancel


1.
Job Code - Type the job code or codes to which this user is to be restricted.

EMPLOYEE BASIC INFORMATION - EIS.301

Use this program to enter basic information for district employees. 

 12/04/02  FY 03
    CIMS III
       17:13:43  DEBBIES1

EMS                           Employee Basic Information              Ref:  EIS.301  . 11 

 Employee:
363‑32‑0343 

Active:
Y

First
Middle
Last
 N A M E:
JOHN        
                 
SMITH                         
     Preferred:
            
Name Prefix:
     
                                         Name Suffix:
                    

 Phone Information:
Security
 Office:  (   )               Ext:      
N
Birth Date:                 

 Home:    (   )             

N
Sex:

M  MALE





Ethnic Code:
2  WHITE

 Address Information:
 Address:
                         
Address Security:
N
                                         
Permanent Address:
Y
 City/State/Zip:                                  Country:  USA
 Change Date:
              
 Location:
       


District:
      
 Sublocation:
       


School: 
      

 Pay Location:
       


Department:
      
 Assignment:
       


Room:
          

 Mode:  Add
F3=Exit
F4=Index
F5=Reset
F12=Cancel

     Cancel?  N
                F8=Assignments
F9=Vol. Deductions
(
The fields required to run payroll have been filled in on the above screen.

Other fields that are normally used are:  Address Information and Location.  The Assignment and Room field are needed for Michigan Reports.

1.
Active - The default (N) must be changed to (Y) before the employee can be given an assignment or paid.

2.
Name - will appear as entered here on the payroll check and related reports.  For Michigan Reporting this should be all caps.

3.
Security - indicates if the office/home phone is 'unlisted'.   Changing the default (N) to (Y) keeps the number(s) from appearing in certain reports.

4. Permanent Address - Change the default (Y) to (N) if the address information typed is the employee's permanent address.  The address typed in this field will appear on the payroll check.   If this address is temporary, leave the default and another screen will appear after this screen is completed.

5.
Change Date - Type the date to be used as the posting date to the employee assignment history file for changes in location.

6.
Location - enter the employee's physical work location.

7.
Assignment - enter the employee's primary job code.  This field must be filled to use many of the system provided reports and report writers.

8.
District, School, Department, and Room -  (Optional)  User-defined fields that can be used to track specific school information or any other information for the employee.

Switch Settings
This program provides switches that impact the way the program operates.  The switches for this program are as follows:

(
Allow use of Flag and F8 Key to toggle to Assignments?
This switch enables the use of the F8 function key to toggle to PAY.345 - Employee Assignments/Contracts when changing, deleting or looking up an employee record.

(
Allow use of Flag and F9 Key to toggle to Vol Deductions?
This switch enables the use of the F9 function key to toggle to PAY.350 - Employee Voluntary Deductions when changing, deleting or looking up an employee record.

(
Allow HMS files to be updated?
If this switch is set to Y, the system checks to see whether the HMS application is active.  If it is, any changes made to employee demographic information in this program are also changed in the HMS application.

(
Allow auto update of Employee Assignment History (PAY.845)
If this switch is set to Y, it enables the automatic update of PAY.845 - Employee Assignment History if employee location information changes.

Use ACS.310 - Menu Item Definition to change any of the switch settings. 

  12/04/02  FY 03                                                         

09:40:18  QPADEV000D

 EMS                                      Employee Basic Information                        Ref:  EIS.301  . 13 
Employee:
363-32-0343  SMITH,  JOHN
   Class:                          _____


Veteran:

__


Veteran Code:

______


Drug Test?:

Y

Date Administered:
12/31/97


Date Failed:

_______




First
Middle
Last




Spouse:

JANE        
MARIE       
SMITH
Social Security #:
378-75-4524


Mode:  Lookup


Cancel?  N
All of these fields are optional.
1.
Class:  Use this field as an employee classification field, which is separate from the ACTIVE? field on the first screen.  For example, RET could represent retired; LOA could present leave of absence.

2.
Veteran:  Enter Yes if the employee is a veteran.  Enter No if the employee is not a veteran.

3.
Veteran Code:  If Y was entered in the VETERAN field, use this field to enter the appropriate veteran code.  Make sure veteran codes were defined using program EIS.204 - Veteran Codes.

4.
Drug Test?:  Enter No if the employee has not taken a drug test.  Enter Yes if the employee has taken a drug test.

5.
Date Administered:  If the employee has taken a drug test, use this field to enter the date of the test.

6.
Date Failed:  If the employee failed the drug test, use this field to enter the date of the failure.

7.
Spouse:  Enter the name of the employee's spouse.

8.
Social Security #:  Enter in the social security number of the employee's spouse.

12/04/02  FY 03

CIMS III


17:13:43  DEBBIES1

 EMS                       Employee Basic Information               Ref:  EIS.301  . 14 
  
Employee:
363-32-0343  SMITH,  JOHN

Months of Service:
Previous  Service  Credit:
       
District:
           
State:
       
Application Date:
                   
Current Hire Date:
                   

Seniority Date:
              
Original Date:

                   

Seniority Number:
          
Termination Date:
                   
Salary Change Date:
              
Miscellaneous Information:
DRIVER'S LICENSE NUMBER
                       
Other Records:
N - Other Names
N - Beneficiary
N - Categories
N - Emergency

N - Academic

N - Handicap
N - Skill

N – Assignments





N - Voluntary Deductions

Mode:  Change
F3=Exit
F4=Index
F5=Reset
F12=Cancel
Cancel?  N
F8=Assignments
F9=Vol. Deductions

1.
Previous Service Credit - If this field is used, the system adds the number of months entered to the current hire date to make the employee eligible for a higher absence accrual rate on applicable absence tables.

(
The District and State fields are informational only.

2.
Current Hire Date - is an optional field.  However, if any absence tables (such as vacation) are based on number of months of service, the system uses this date to determine the months of service.

3.
Termination Date - This date does not change the 'Active' status, nor does it take the place of entering termination information in PAY.305 - Employee Termination Information.  If a termination date is entered here, the system will update the Termination Date field in PAY.302 - Employee Payroll Information.

  12/04/02  FY 03

CIMS III

17:13:43
DEBBIES1

 EMS                           Employee Basic Information              Ref:  PAY.302.11 
  Employee:  336‑32‑0343
SMITH,  JOHN

Active:
Y
123 Elm Street

Anytown  MI  48911

Tax Information:

Taxing Jurisdictions .................................
US  
MI   
         
     
Marital status:..........................................S
  
  
  
  
Number of exemptions: ...........................
  0  
  0     0  
  0  
  0  
Exempt from income tax withholding? ......
N
N
  
   
  
Exempt from FICA withholding ................
N                                    

Did spouse file EIC certificate? ...............
N


For Direct Deposit of Pay Checks:

Direct Deposit Active:  ...........................
 N
Bank identification code .........................
            
Bank transaction type code ....................
        
Bank account number ............................
                                                              

Other Payroll Information:

Hired:
Originally Hired:


Terminated:

Credit for previous months:

Mode:  ADD
F3=Exit
F4=Index
F5=Reset
F12=Cancel

Cancel? N
F8= Assignments
F9=Vol. Deductions

1.
Tax Information - Review the defaults from PAY.100 - Payroll Options and Defaults. They are in US, State, County, Local, and Other sequence.  Change as needed.


Enter the marital Status for tax filing only.  It may or may not be the same as the actual marital status.  


Enter the number of exemptions for each jurisdiction.

2. Direct Deposit Active - controls whether the employee is participating in direct deposit.

(
If running direct deposit for the first time, type P for all employees who will use direct deposit.  This facilitates tapes being sent to the employee's banks as pre-notification and provides the applicable information for verification by the employee's banks.  Employees will receive paychecks until the P is changed to Y using PAY.680U- Employee Record Pre-Notification Flag Update.

3.
Bank identification Code - If the employee is using direct deposit, type the identification code of the employee's bank here.  If the employee has multiple direct deposits, use this field for the bank that receives the net balance of the paycheck.

4.
Bank transaction type code - Type the direct deposit transaction code.

22 - savings account

32 - checking account

5.
Bank account number - enter the employee's checking or savings account number.

This screen is customized for the Michigan MIP codes.  MIP is the standard 3.9% and MIP1 is for the graduated MIP.
12/04/02
FY 03
CIMS III

17:13:43
DEBBIES1

 CMT                MIRPT - Employee MIP/MIP1 Deduction Maintenance     Ref:  MR.340 
Employee:
363-32-0343

SMITH,  JOHN

MIP/MIP1 Deduction Code:  MIP1
(c) Computer Management Technologies Inc.

EMPLOYEE ASSIGNMENTS AND CONTRACTS - PAY.345

The employee assignment is the primary source of information for an employee's job.  This record contains the payroll information necessary to generate a paycheck.  An employee can have several assignments; however, the program combines all of the assignments to produce one payroll check per employee.
12/04/02  FY 03
CIMS III

17:13:43
DEBBIES1

 EMS                      Employee  Assignment/Contracts            Ref:  PAY.345  .12 
 Employee:  363-32-0343

SMITH,  JOHN
Job Code:  TEACHR

CLASSROOM TEACHER
 Currently  Active?:
Y
Effective  dates  are  from
     7 / 01 / 99
to
   6 / 30 / 00
Supervisor:                              
Change date:

                    
Pay from Table: TEACH    Grade: BA0   
Step:  2
Table Amount:
35,000.00
Contract:
            1


Other Amount:                
Exception Calendar Code:               


Total:
35,000.00

Full-time equivalent:
  100.0000   


Adjusted Amount:
35,000.00

Encumbered?:

Y



Contract Amount:
35,000.00
F I N A N C I A L    D I S T R I B U T I O N : 

Account Code                                 
 Percent              Amount
001.00.000.00.5140.111                        
100.0000
 35,000.00  
Mode: Add
F3=Exit 
F4=Index
F5=Reset
F12=Cancel



F6=Basic Info

F7=Payroll Info
F9=Vol. Deductions   F10=Calendar
Cancel? N 

Consider the following guidelines as employee assignments are entered:

(
For contract employees:  Check the contract amount in the pay table.  Determine the amount to be paid (prorated by number of days or FTE) and state the number of checks over which this amount will be paid.  Contract employees should have a "per contract period" pay table defined.
(
For salaried employees:  Check the corresponding salary rate for the pay table, grade, 
and step.  For example, an employee who is paid over 12 months on a biweekly basis has a biweekly amount in the pay table from which the system calculates the biweekly rate.

(
For time card employees:  Check the hourly or daily rate for the pay table, grade, and step.

1.
Currently Active? - This field controls whether or not an employee's assignment is eligible for pay.  This assignment must be active to be paid.

2.
Effective Dates - The system defaults the current date and one year from current date. Change these dates as appropriate.  If the pay period end date falls on or within the assignment start and end dates, the assignment will be paid.

3.
Change Date - This is the change date that is reflected in PAY.845 for changes made in this file.  Once the date is set, the same date remains for all of the records worked on until this program is exited.  

This field is impacted by a switch that enables update of assignment history.  If the switch is set, a history record will be written if there is a change to the pay table, grade, step, FTE percentage, or if a new record is added.

4.
Pay from Table - Defaults from PAY.124 - Job Code entered on the command screen.

5.
Grade/Step - These fields must be entered if a pay table was specified.  F4 is available for these fields.  When this assignment is reentered in the mode Change or Look the pay amount will appear in the Table Amount field.

6.
Other Amount - If the Pay Table, Grade and Step fields are not used, type an amount in this field.  This field can also be used to add or subtract from existing table amounts. These amounts assume the pay table characteristics of the assignment.

7.
Contract - This field indicates an employee's pay is calculated on the contract basis. Any number up to 6 digits can be used.

8.
Exception Calendar - If the calendar code for this employee is different than the one normally associated with this employee's job code, enter the correct calendar code in this field.

9.
Full-time Equivalent - 100% (full time employee) defaults.  Change this percentage as appropriate for part-time employees.

10.
Encumbered? - Change the default (N) to (Y) if you plan to encumber payroll using PRE.600 - Encumbrance Processing Setup.

11.
Financial Distribution Information -  Enter the Account Code(s) to be charged for this salary expenditure (up to 99 codes can be entered).  Then enter the appropriate Percentage(s).  If more than one account code is entered, be sure that the total of the percentages equal 100.00%.

Specifying Deductions, Taxing, and Addenda
 
12/04/02  FY 03
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 EMS                      Employee Assignments/Contracts              Ref: PAY.345  .13 

Employee:
363‑32‑0343
SMITH,   JOHN
Job Code:
TEACHR
CLASSROOM TEACHER

Deductions/Contributions:

INSUR1 
MEDICAL INSURANCE
RET1    
CERTIFIED RETIREMENT

Federal:
Y
FEDERAL INCOME TAX
State:
MI  MICHIGAN WITHHOLDING

FICA:  Y Y 
FICA (SOC. SECURITY)
County:
         Local:           Other:         
Leave/Absence:

Leave accrual FTE:    100.0000   
SICK1   
CERTIFIED SICK LEAVE
 PERS1  
CERTIFIED PERSONAL LEAVE

Addenda: 


Additional Assignment Addenda:  N
 
 Mode: Add
F3=Exit 
F4=Index
F5=Reset

F12=Cancel



F6=Basic Info
F7=Payroll Info
F9=Vol.Deductions
F10=Calendar
Cancel? N 

1.
Deductions/Contributions - Review the Standard deductions and contributions that have defaulted from the Job Code definition.  Eight standard deductions can be entered.

2.
Federal/ State - Review the tax information that defaulted from PAY.302 - Employee Payroll Information.

3.
FICA - Review the PAY.302 defaults.  Y Y indicates the employee is subject to both the FICA US (6.2%) and FICA USX (1.45%). 

4.
Leave/Absence - Review the Standard leaves and absences that have defaulted from the Job Code definition.

5.
Leave accrual FTE - Review the default (100.00) from the previous screen.  Change as necessary.  The system uses this percentage when prorating the amount of leave accrual.

6.
Addenda - Review the standard addenda that defaults from the Job Code definition.

7.
Additional Assignment Addenda - Change the default (N) to (Y) if additional assignment addenda need to be entered.  See page 58 through 60 for further information.

Adding Contract Information
 
12/04/02  FY 03
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 EMS                       Employee Assignments/Contracts             Ref: PAY.345 .14  

  Employee:
363-32-0343
SMITH,  JOHN
Job Code:
TEACH
CLASSROOM TEACHER
Contract:
1

Effective  dates  are  from
   7 / 01 / 99  to     6 / 30 / 00
Recalculate contract days?: N
Normal  contract  is  for  180.0000  days. This contract  is  for  180.0000   days.

Normal  working  day  is 6.000  hours. Payment is  to  be  made  in     20   checks.  

Adjust  next  contract  payment  by:        .00    (One  time  payment / adjustment )

Standard  contract  check  amount:
2,861.54

Are  additional  addenda  amounts  associated  with  this  contract?:
N
      Schedule Amounts    
       YTD Amounts        
   Remaining Balance   
Base:
35,000.00
Base:
32,038.46
Base:
2,961.54

Lost Retro:

.00
Docks:
           .00

Adj. Base:
35,000.00
Adjust:
           .00

Totals:
32,038.46
Totals:
2,961.54

  Mode: Add
F3=Exit 
F4=Index
F5=Reset

F12=Cancel



F6=Basic Info

F7=Payroll Info
F9=Vol.Deductions
F10=Calendar
Cancel? N
1.
Effective Dates are from/to - Review the contract beginning and ending dates, which defaulted from the assignments dates.  The beginning date is informational only, unless you are using the payroll calendars.  The ending date is used at year-end to initialize contracts.

2.
Recalculate contract days? - If this field is changed to Y and ENTER is pressed, the program counts the number of days in the calendar that fall on or between the beginning and ending contract days that are of type W (working) or P (holiday paid). The program redisplays the screen with the new contract days.

3.
Normal contract is for - Review the number of days as defined in the Job Code.  The program uses this number, which represents the number of days on which the pay table amount is based, to calculate a standard daily rate from the contract amount.

4.
This contract is for - Change this number as necessary.  The recalculate contract days can be used for this.  The number must be the exact number of contracted work days as the system uses it to calculate the contract value using the following formula:

(Table Amount + Other Amount) x FTE x (Contract Days/Normal Days)

-  Amount of Contract Paid to Date

= (Remaining Amount of Contract to be Paid / Number of Remaining Checks) + One Time Adjustment Amount

=  Amount of Check per Pay Period.

5.
Payment is to be made in - This defaults from the Job Code.  Change as appropriate.

6.
Adjust next contract payment by - Use this field the make a one time adjustment, either positive or negative, on the next check.  This amount adjusts the YTD amount and the Remaining Balance but does not affect the total amount of the contract.


(
To adjust the contract total, use the Other Amount field in PAY.345.11.
7.
Standard Contract Check Amount - When this screen is returned to with a Change or Lookup, this amount will be displayed.

8.
Are Additional Addenda Amounts Associated with this contract? - Enter Y to cause the additional contract addenda screen to display.  For more information, see pages 61 through 63.

Switch Settings
This program has switches that impact the operation of the program.

(
Allow use of F6 Key to toggle to Basic Info

(
Allow use of F7 Key to toggle to Payroll Info

(
Allow use of F9 Key to toggle to Vol Deductions

(
Allow use of F10 Key to toggle to Calendar Codes
The ability to use any of these function keys can be disabled by setting these switches to No in the ACS.310 - Menu Item Definition.

(
Allow auto update of Employee Assignment History (PAY.845)
This switch enables the automatic update of PAY.845 - Employee Assignment History for changes made in PAY.345 to the pay table, grade, step, or FTE percentage.  It will also update PAY.845 if a new assignment is added.

This screen is customized for the Michigan Retirement Hours and for Spread Taxes.

12/04/02  FY 03
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 CMT                MIRPT - Retirement Hrs. & Spread Taxes Maintenance     Ref:  MR.345 
Employee:
363-32-0343
SMITH,  JOHN

Job Code:
TEACHR
CLASSROOM TEACHER

Job Code Retirement Hours:
80.00

Retirement Hours:
                    
NO OVERRIDE HOURS RECORD

Spread Taxes # of Checks:
         
(c) Computer Management Technologies Inc.

See the MPSERS documentation for more information.
VOLUNTARY DEDUCTIONS - PAY.350

Voluntary deductions are elective by employee and vary in amount.  Annuities, credit union deductions, garnishments, additional income taxes, nonstandard insurance premiums, and United Way contributions are all examples of voluntary deductions.

12/04/02  FY 03

      CIMS III
17:13:43
DEBBIES1

EMS                        Employee Voluntary  Deductions            Ref:  PAY.350  .12 Employee:363-32-0343
SMITH,  JOHN
Deduction Code:  
TAX       
US  
FEDERAL INCOME TAX

Deduct:
               50.00
Plus:   .0000   % of GROSS from following jobs:

Employer pays:
                        
Plus:              
%

Make deduction on next  999  checks OR Deduct  entire  net  check  amt  (Y/N)?:
N
Delete this voluntary deduction after number of checks  has  reached  zeros?: 
N
Effective  dates  are  from              to                 
One-Time Change?:
N
Direct Deposit  (P/Y/N):
N



Deduction Priority: 
Z
Employee Bank ID:
                                        
Employer

Employee
Maximum  Per  Period:
$                      
$                          
Maximum  Per  Year:
                     
                         
Maximum Per Lifetime:
                     
                         
 Mode:  Add
F3=Exit
F4=Index
F5=Reset
F12=Cancel
Cancel? N
F6=Basic Info.
F7=Payroll Info.

F8=Assignments

1.
Deduct - Enter the amount to be deducted from the employee's pay check each time the payroll runs.  To credit an employee, type the amount followed by a minus sign.

2.
Plus - Type the percentage to be deducted, either in addition to or instead of the flat amount.

(
If the above amount or percentage applies to a specific job(s), enter the job code or codes in the blank lines.

3.
Employer pays - Enter the flat amount here.  If employer pays a percentage enter it in the Plus field, which can be used instead of or in addition to the Employer pays field.

4.
Make this deduction on next          checks - The default (999) is used for permanent deductions. Or enter the number of checks over which the amount is to be deducted.  If this number is less than 999, the program will decrease this number by one each time the payroll processes. If this field is blank, no deduction is taken.

5.
Deduct entire net check amt (Y/N) - If Y is entered, the system remits the remainder (after all other deductions are taken) to the vendor associated with this deduction code.  If no vendor is indicated, the program credits the remainder to a liability account.  The pay and deduction information prints on a special net check deduction form that is non-negotiable.  If more than one deduction is identified as a net check deduction, an error will occur during payroll processing.


(
This field can be used as an alternative to direct deposit.  However, it will be necessary to write an accounts payable check to the appropriate vendor. 

6.
Delete this voluntary deduction after number of checks has reached zero? - Change to Y if this voluntary deduction is to be deleted after the number of checks reaches zero.

7.
Effective dates are from - If this voluntary deduction is only effective for a particular range of dates, enter them here and the payroll processor will only take the deduction if the period ending date falls on or between the effective dates.

8.
One-Time Change? - Type Y to choose a one-time change for this deduction only.  The system will take the deduction change only one time and then reset the deduction to its previous state.

9.
Deduction Priority - Type a letter from A through Z to indicate the priority for this deduction. The payroll processor will process the deductions in the order specified up until net pay reaches zero.

10.
Direct Deposit (P/Y/N) - The default (N) means this voluntary deduction is not used to process a direct deposit.  Use P (Prenotification) to set up this voluntary deduction as a direct deposit for the first time.  After the bank okays the prenotification information, run PAY.680U - Employee Record Pre-Notification Flag Update to have the system change the P flag to a Y.

Setting Up Multiple Direct Deposits
If an employee has funds directly deposited in more than one bank account, such as both a checking account and a savings account, use this program to enter different deduction codes for each of the employee's accounts.

If multiple direct deposits need to be set up, at least one deduction record must be defined in PAY.122 - Deduction Code Definitions for each bank in which the employee is depositing.  On the second screen of PAY.122 make sure to enter the applicable cash account number in the OR Credit Account Codes field and do not enter a vendor number in the Pay to Vendor field.

The deduction from PAY.122 is then defined as a voluntary deduction.  (If an employee has the entire net check directly deposited, set up that direct deposit account in PAY.302 - Employee Basic Information.)

11.
Employee Bank ID (Optional)  - Use this field for a net check if the vendor requires an account number.  This has nothing to do with Direct Deposit. 

12.
Maximum Fields - if applicable, enter a maximum amount for this deduction for the employer and/or the employee.

This Screen appears if there is a P or a Y in the Direct Deposit field.
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 EMS                              Employee  Voluntary  Deductions                        Ref:  PAY.350  .12 
Employee:
363-32-0343
JOHN  SMITH
Deduction Code:
CREDU
TEACHERS CREDIT UNION

Direct  Deposit  Information:
Bank identification code ......................
            
Bank transaction type code ..................
00
Bank account number ..........................
                   
Mode:  Change
F3=Exit
F4=Index
F5=Reset
F12=Cancel
Cancel?  N
F6=Basic Info.
F7=Payroll Info.
F8=Assignments

1.
Bank identification code - Type the Bank ID code of the employee's bank as defined in PAY.142 - Direct Deposit Bank Codes.

2.
Bank transaction type code - Type the direct deposit transaction code.

22 - savings account

32 - checking account

3.
Bank account number - Type the employee's bank account number where these funds are directly deposited.

Switch Settings
The use of the following keys is controlled through switch settings in ACS.310.

(
Allow use of F6 Key to toggle to Basic Info.
(
Allow use of F7 Key to toggle to Payroll Info.

(
Allow use of F8 Key to toggle to Assignments.
The ability to use any of these functions keys can be disabled by setting these switches to No.

EMPLOYEE GROUPS - PAI.251
Employee groups are used to run a payroll and to run certain employee reports.  Creating groups of similar types of employees facilitates the payroll and reporting processes.  For example, a group of employees who are paid every other week could be defined as an employee group called BIWEEKLY.

The program presents five screens of selection criteria and sorting options from the Employee Basic Information to define precisely the group of employees.

Notice the two columns:  Value Selections and Order.  The Value Selections column indicates selection criteria; the Order column indicates sorting sequence.  As a general rule of thumb, do not select and sort on the same field.  For example, if a Principal Job Code of TEACHR is chosen, it would not make sense to also try and sort the group by job code, since the group has already limited to just teachers.  These two columns are an either/or selection.

12/04/02 FY 03
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 EMS                           Employee Group Definition             Ref:  PAI.251   .12 
Employee Group:
GROUP                  
Description:
                                                                 
Basic Information

Value Selections

Order
Sex:
  


    
Ethnic Code:
  


    
Employee Status:
  


    
Principal Job Code:
            


    
Permanent

Address  1:
                                            
    
Address  2:
                                            
    




City
                                            
   




State:
     

     





Zip Code:
          

    
Zip  2:
          

    
Country:
          

    
Home Phone Number:
(        )                         
    
Home Phone Security:
    
Mode:  Add



Cancel?  N
To run a listing of the employees included in this Group Definition, use PAY.518.

ADDENDA CODES - PAY.127

An addendum is any extra pay that might be paid to an employee.  Addenda are also called "stipends" or "extra-duty pay."  Typical addenda include department head, activity sponsor, coach, additional training pay, and so on.  There are three types of addenda:

(
Standard Addenda

(
Assignment Addenda

(
Contract Addenda

Each addendum must initially be defined as a code in this program.  Then, set up one of the three types of addenda in the individual employee's assignment record in PAY.345.
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 EMS                                   Addenda Code Definitions                                  Ref: PAY.127.11 
Addendum Code:
ADDHR3 

Description:
ADDITIONAL HOURS‑‑3 HOURS
Pay amount:
      300.00      per period plus                % of salary.

Pay period:
   5
1 = Single Payment
5 = Biweekly
9 = Semiannually

2 = Daily

6 = Semimonthly
10 = Annually

3 = Hourly

7 = Monthly
11 = Contract Period

4 = Weekly
8 = Quarterly

Charge account code:
 ???.??.???.??.????                       
Dockable:  . . . . . . . . . .
N  (Y/N)

Taxable Wages:

Federal: . . . . . . . . .
Y  (Y/N)
Local:  . . . . . . N  (Y/N)

State:   . . . . . . . . . .
Y  (Y/N)
Other:  . . . . . . N  (Y/N)

County:  . . . . . . . . .
N  (Y/N)

FICA Wages:  . . . . . . .
       Y  (Y/N)

Mode:  Add 
Cancel? N
STANDARD ASSIGNMENT ADDENDA

Ideally, this type of addendum is entered on the job code definition screen as it applies to the majority of employees who have that job.  The addendum code then defaults into the assignment screen when that record is built.

Once the addendum code is on the employee assignment screen (either from the job code default or manual entry), the amount defined in program PAY.127 - Addenda Codes is paid each time this employee is paid.  The dollar amount, percent of gross salary, account code, or any of the information defined in PAY.127 cannot be overridden for individual employees. To discontinue this type of addendum, remove the code from the assignment screen.  

12/04/02  FY 03

CIMS III
17:13:43
DEBBIES1

 EMS                               Job Codes                          Ref: PAY.124  .11 
Job Code:
TEACHR
Title:  CLASSROOM TEACHER
Job Description:
 PERFORMS CLASSROOM INSTRUCTION OF
STUDENTS.                                                         
Pay Schedule:
TEACH
TEACHER BASE PAY

Usual Deductions:
INSUR1  
RET1  
                               
              

Usual Absences:
SICK1     
PERS1
                               
            
Usual Addenda:
ADDHR3
     
                               
            
How is time reported?
M
W = Record time worked.

D
H = Hourly

M = Record time missed.


D = Daily

Normal hours per day:
   8.000
days per year:
 183.00    #   of checks:           26
Calendar Code:
TEACH  
Retirement Hours per Payroll Run:
         80.00
Mode: 
Add









 Cancel? N
EMPLOYEE ASSIGNMENT SCREEN  

12/04/02  FY 03

CIMS III
17:13:43
DEBBIES1

 EMS                       Employee Assignments/Contracts             Ref: PAY.345  .13 

Employee:
363‑32‑0343
SMITH,   JOHN
Job Code:
TEACHR
CLASSROOM TEACHER

Deductions/Contributions:

INSUR1 
MEDICAL INSURANCE
RET1    
CERTIFIED RETIREMENT

Federal:
Y
FEDERAL INCOME TAX
State:
MI  MICHIGAN WITHHOLDING

FICA:  Y Y 
FICA (SOC. SECURITY)
County:
       Local:       Other:       
Leave/Absence:

Leave accrual FTE:    100.0000   
SICK1   
CERTIFIED SICK LEAVE
 PERS1  
CERTIFIED PERSONAL LEAVE

Addenda: 


Additional Assignment Addenda:  Y
ADDHR3


              
 
 Mode: Add
F3=Exit
F5=Reset
F12=Cancel
Cancel?  N
In this example of a standard assignment addendum, the addendum code was entered on the job code definition screen.  When defining the employee assignment, the addendum code defaulted from the Job Code definition screen.

ADDITIONAL ASSIGNMENT ADDENDA

If a "Y" is entered in the field "additional assignment addenda" a line input screen is displayed, which allows entry of an addendum code, optional effective dates, a different dollar amount per pay period (if desired), and a different account code (if desired).

These fields act as override fields:  if entered, they override the information defined in program PAY.127 - Addenda Codes.  If the effective dates are left blank, the system assumes the same effective dates as the assignment.

Multiple addenda codes can be entered on this screen, to a maximum of 99 per assignment.  If any employee begins mid-year, the recommended addendum type to use is the additional assignment addenda, because of the ability to specify effective dates.

Additional Assignment Addenda Line Input Screen
 
12/04/02  FY 03

CIMS III
17:13:43
DEBBIES1

 EMS                        Employee Assignments/Contracts             Ref: PAY.3402 .11

Employee:
363-23-03432
SMITH,  JOHN
Job Code:
TEACHR
CLASSROOM TEACHER

CMD    Addenda    Description      Dates           Amount         Per Cent       
BEGIN

-> AFTBCO   ASSISTANT FOOTB  8/15/98 to 11/30/98      
250.00

1.00

Addendum:
AFTBCO
Optional  effective  dates:  8/15/99  to  11/30/99
Amount:
         250.00
Plus      .0000  %  of Base Salary

Account Code:
                                                                  
Encumbered?  N
Description:
                                                         
F3=Exit
F4=Index
F5=Reset
F12=Cancel
Cancel?  N
In this example of an additional assignment addendum, the dollar amount and effective dates were overridden.  In this case, the employee will receive $250.00 per pay period from August 15, 1999 to November 30, 1999.  The description that will print on the payroll check will come from the Addenda Definition - PAY.127.

CONTRACT ADDENDA

This type of addendum can only be used with contract assignments and is designed to be spread over the life of the contract.  When defining a contract addendum code, the pay frequency must be defined as "per contract period."

On the contract screen, a prompt message appears:  "Are additional addenda amounts associated with this contract?".  If the response is "Y", a line screen appears where one or more addenda may be entered.  The dollar amount and the account code can be overridden.  If left blank, the system uses the information defined in PAY.127.
Whichever dollar amount is used, the system divides that amount by the number of checks specified in the contract.  The system also uses the actual vs. normal number of days in making the calculation, and DOES NOT consider the remaining amount to pay as does the standard contract calculation.

Addenda Code Definition Screen (Contract)
12/04/02 FY 03
CIMS III
17:13:43
DEBBIES1

 EMS                        Addenda Code Definition                   Ref: PAY.127.11 
Addendum Code:
ENGHED 

Description:
ENGLISH DEPARTMENT HEAD
Pay amount:
      3250.00       per period plus             % of salary.

Pay period:
   11
1 = Single Payment
5 = Biweekly
9 = Semiannually

2 = Daily

6 = Semimonthly
10 = Annually

3 = Hourly
7 = Monthly
11 = Contract Period

4 = Weekly
8 = Quarterly

Charge account code:
 ???.??.???.??.????                       
Dockable:  . . . . . . . . . .
N  (Y/N)

Taxable Wages:

Federal: . . . . . . . . .
Y  (Y/N)
Local:  . . . . . . N  (Y/N)

State:  . . . . . . . . . .
Y  (Y/N)
Other:  . . . . . . N  (Y/N)

County: . . . . . . . . .
N  (Y/N)


FICA Wages:  . . . . . . .
Y  (Y/N)

Mode:  Add





 Cancel? N
EMPLOYEE ASSIGNMENT CONTRACT SCREEN

 
12/04/02  FY 03

CIMS III
17:13:43
DEBBIES1

 EMS                       Employee Assignments/Contracts                 Ref: PAY.345 .14  

  Employee:
363-32-0343
SMITH,  JOHN
Job Code:
TEACH
CLASSROOM TEACHER
Contract:
1

Effective  dates  are  from     7 / 01 / 98  to     6 / 30 / 99
Recalculate contract days?:N
Normal  contract  is  for  180.0000    days. This  contract  is  for  180.0000   days.

Normal  working  day  is   6.000   hours.Payment  is  to  be  made  in     26   checks.  

Adjust  next  contract  payment  by:            .00   (One  time  payment / adjustment )

Standard  contract  check  amount:
2,861.54

Are  additional  addenda  amounts  associated  with  this  contract?:
Y
      Schedule Amounts    
       YTD Amounts        
   Remaining Balance   
Base:
35,000.00
Base:
32,038.46
Base:
2,961.54

Lost Retro:

.00
Docks:
           .00

Adj. Base:
35,000.00
Adjust:
           .00

Totals:
32,038.46
Totals:
2,961.54

 Mode: Add
F3=Exit

F5=Reset
F12=Cancel
 Cancel? N
CONTRACT ADDENDA LINE INPUT SCREEN

12/04/02  FY 03

CIMS III
17:13:43
DEBBIES1

 EMS                         Employee Assignments/Contracts             Ref: PAY.3406 .11
Employee:
363-23-03432
SMITH,  JOHN

Job Code:
TEACHR
CLASSROOM TEACHER

CMD    Addenda       Description                                         
Amount            Plus % of  Base     

BEGIN

-> ENGHED
ENGLISH DEPARTMENT HEAD
3,250.00

1.00

Addendum:
ENGHED
Amount:    3,250.00 
Plus  .0000    %  of Base  Salary

Description:
ENGLISH DEPARTMENT HEAD                      

Account Code:
???.??.???.??.????                                                 
Encumbered?:
N

Maximum:

3250.00
Paid YTD:
   3130.00 

F3=Exit
F4=Index
F5=Reset
F12=Cancel
Cancel?  N
In this example of a contract addendum, the dollar amount of the addendum was overridden. This contract addendum will pay the employee $3250 over the contract period, or approximately $125.00 per pay period based on 26 paychecks.
(
The maximum amount is affected by the FTE or the number of days for this contract.
EMPLOYEE ASSIGNMENT HISTORY - PAY.845
Use PAY.845 - Employee Assignment History to review changes to an employee's FTE, location, grade, step, and new assignments.  This program can also be used to manually input history records for an employee.  Changes made in the location on the EIS.301 screen will also be recorded in this file.
12/04/02  FY 03

CIMS III
11:37:53   QPADEV000D

EMS


Employee Assignment History

Ref:  PAY.845  .01
Emp#:  378954687
DOE, JOHN M.

CMD
Location
Job

FTE
Rate
Unit
From
To
Type Grade


   TOP

_

1
1


0
.00
1/27/98
0/00/00
NA


_

2
1


0
.00
1/28/98
0/00/00
NA

_

3
ELEM
EL TEA
100
26000.00
ANNUAL
1/28/98
6/30/98
NA
17

_

4
ELEM
EL TEA
100
26000.00
ANNUAL
1/29/98
6/30/98
NA
BA

_

5
ELEM
EL TEA
100
28500.00
ANNUAL
5/18/98
6/30/98
TB
MBA

_

6
ELEM
SUP ST
  50
6.66
HOURLY
6/15/98
6/30/98
NA
SEC 1

_

7
ELEM
VISION
100
360.00
ANNUAL
6/23/98
5/16/98
FT

_

8
ELEM
EL TEA
100
34000.00
ANNUAL
7/14/98
6/30/98
TB
PHD

_

9
ELEM
EL TEA
100
34000.00
ANNUAL
7/14/98
8/01/98
TB
PHD

_

10
ELEM
A LUNC
100
8.43
HOURLY
8/07/98
8/07/99
NA
1

_

11
ELEM
TUTOR
100
9.00
DAILY
8/07/98
8/07/99
NA
2

_

12
ELEM
EL TEA
100
125000.00
ANNUAL
8/19/98
6/30/99
TB
PHD

LOCATE  ______

Valid Commands:  A C D L F E



Cancel?  N

1.
Choose the command that is to be performed on a specific line item.

 12/04/02  FY03


CIMS SCHOOL DISTRICT

12:11:55
QPADEV000D

EMS




Employee Assignment History


Ref: PAY.845.11
Emp#:  378954687
DOE, JOHN M.



Location:
ELEM    
Job Code:
EL TEA ELEMENTARY TEACHER
FTE:

100.0000    

Pay Rate:
26000.00    
Unit of Pay:
ANNUAL    

From:

1/28/98
To
6/30/98
Comment:
                                         
Type:

NA
Pay Table:
EL TEA
Grade
17          
Step
3  
Misc 1:

__________________________

Misc 2:

______________________________________    

Misc 3:

______________________________________

Misc 4:

______________________________________

Mode: Change
F3=Exit
F4=Index
F5=Reset
F12=Cancel

Cancel? N
Use this screen to maintain detailed assignment history information.  Review the fields displayed and make any changes as necessary.

1.
Type:  This field shows the origin of the change.  Valid types are:

YR
Auto builder

NA
New Addition

LC
Location

FT
FTE

TB
Pay table change

PT
Part time

CREATE EMPLOYEE ASSIGNMENT HISTORY - PAY.945
Use this program to create employee assignment history records from active assignments.

 12/04/02  FY 03

     CIMS SCHOOL DISTRICT

     12:44:47  QPADEV000D

EMS



              Create Employee Assignment History
        Ref:  PAY.945P.01

 This program will create employee assignment history records from active assignments.     The employee must be active in the Employee Basic Information (EIS.301).

The type code for the history record created will be "YR".

Only select assignments with ending date less than:
6/30/00
Restrict to Job Code:





______

Assignment started on Date (MM/DD/YY):
9/02/99
Assignment ended on Date (MM/DD/YY):
6/30/00
F3=Exit
F4=Index
F5=Reset
F12=Cancel

1.
Only select assignments with ending date less than:  Use this field to limit the assignment records created to those with an ending date earlier than the date specified. The default is the fiscal year ending date.

2.
Restrict to job Code:  If the creation is to be limited to a specific job code, enter that job code here.

3.
Assignment started on Date:  The history record can be restricted to only those assignments that started on the date specified in this field.  The default is today's date.

4.
Assignment ended on Date:  The history record can be restricted to include only those assignments that ended on the specified date.  The default is today's date.
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